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Introduction

This guide is intended for all users of the School Infrastructure Database. The SID
Data Field Descriptions and any addenda posted to the SID web page should be
used with this User Guide. This guide explains the process of using the SID
Application, as well as how to properly enter and submit data via the SID Online
Application and/or the bulk upload process.

General Information

What Information Do Users Enter in the SID?

Data submitted by school districts via the SID includes information about safety
practices and incidences of crime in public schools.

When Are the SID Data Due?

Your district’s SID submission is due to CEPI by 11:59 p.m. on the last business
day of June.

Application Access

Step One: Create a MiLogin Account (if needed) and subscribe to SID

To be an authorized user of the SID Application, you must have a MiLogin account.
Please do not create another MiLogin account if you already have one. No user
should need multiple MiLogin accounts.

If you do not have a MiLogin account, follow the link on the CEPI web page to the
MiLogin User Guide which provides instructions on how to create a MiLogin account
and subscribe to applications.

Step Two: Complete the CEPI Security Agreement

Complete and submit the appropriate security form, signed by the Lead
Administrator as listed in the EEM. The security form can be emailed or faxed to
CEPI. Security forms are found on the CEPI Application Security Forms web page.

Please do not email AND fax your security form to CEPI. Doing so slows the
approval process.

CEPI will grant your access when both steps have been completed.

Reminder: Email Addresses and Phone Numbers Must Be Up-to-Date
CEPI sends email messages to application users based on the addresses provided.
Therefore, it is imperative that the email address provided to CEPI is current. Email

is one of the primary means of communication used by CEPI.

Page 4 of 19


https://www.michigan.gov/cepi/pk-12
https://www.michigan.gov/cepi/applications/security

SID User Guide

For urgent matters, CEPI contacts users via telephone. CEPI will call users when
data submissions are errant or late. It is better to rectify these matters earlier
rather than later, especially if CEPI cannot contact users about late submissions
before the close of a collection.

SID Data Field Descriptions

CEPI provides a comprehensive guide of all data fields in the SID and their
enumerations. This guide is meant to assist users in better understanding their
personnel data. The SID Data Field Descriptions Guide is available on the SID web
page. It is located under the heading "Manuals.” Be sure to print the correct version
of the Data Field Descriptions each submission cycle and any other addenda.

€ Manuals

« EQY 2024 SID Data Field Descriptions

« EQY 2023 SID Data Field Descriptions

« EQY 2022 SID Data Field Descriptions

SID User Guide

SID Content Information and Resource Materials

The SID Data Field Descriptions contains a State of Michigan office contact for fields
when appropriate. This contact should receive all questions pertaining to the field.
As always, for technical assistance with data submissions, please contact CEPI
Customer Support at cepi@michigan.gov or 517-335-0505 x3. Please provide
name, district code and district name, the CEPI application name, telephone
number (including area code and extension), email address and any questions.

For detailed information about the SID, please visit the CEPI website. Click on
“PreK-12 Applications,” and then click on “School Infrastructure Database.” Refer to
the Help and Training box (see below). Click on items such as “"SID FAQs” or “New
to SID?” for additional reference materials.

€ Help and Training

* Data Collection Worksheet
*» SID FAQs
¢ S|D New User Guide
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SID Online Application
Accessing the SID Online Application

Go to the CEPI website. Click on “PreK-12 Applications,” then click on “School
Infrastructure Database,” and then click on “Go to SID.”

Data submitted by school districts in SID include safety practices and incidents of crime in
chool Infrastructure

public schools. The SID also has the capability to include information about technology
Database

(hardware, networks, connectivity, distance learning, etc.) and school structure (physical
construction, capacity and use elements)

» CEPI District/ISD/PSA User Application Security Form

See the CEPI Calendar Page for our master calendar of deadlines and collection dates.

—
System Log Out

A MILogin account establishes that a user has the security credentials to access the
sensitive information contained in the SID. Moreover, each login session to the SID
is tracked to maintain the security of the application. Sessions will become inactive
after 20 minutes. After being inactive for a period of 20 minutes, the sessions
authorization will end and the log in screen will appear. Any pending or partial
information entered will be lost. All data not submitted before a session timeout will
have to re-entered. To save any data submissions, click "Save Data for this
School/Facility.” Users will be alerted of session timeout by the following screen:

; : i
F el o
X X' LENETI 0T EauCatonalik erormance cdmormaton @ Michigan. ooy

=

Michigan.gov Home LEPI fome | Main Menu | Contact CEFI | Logout

SID | Logout

You have been successfully logged out of the SID system. Have a nice day!

Login With MliLogin

SID Home Page

CEPI Home Page
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SID Menu Options

The Welcome page in the SID contains general information about the SID data
submission. It also contains a list of the district(s) to which you have access for
data submission purposes. A separate security agreement is required for each
district. If you should have access to a district and it is missing from the list, submit
a security agreement for the district in order to gain access. If schools/facilities are
missing from the school/facility list, verify that the Educational Entity Master
information is up to date for that district. The Welcome Screen contains a link to
the security agreement form.

LERtHoms : Mo Maay | FAQ | Usacs Cude | Contact CEPII Logou

Welcome to the School Infrastructure Database

The “SID Data Submission” section below indicates the distnct(s), school(s). and
administrative unt(s) for which you are an authonized user If you are the authonzed user for
multiple distncts. schools, facilities. and admenistrative units, one distact is listed when you
log in to the SID Application. To access cther distncts for which you are an authornized user
select the distnct from the drop-down menu

if there are districts missing from your list. please suba a secunty agreement fgj
distnct

Data submitted by school M
if sch /i m from th v y L ¢
strict: the S¢ schools/facilities are missing from the list for a distnct éﬂf) that -

MMaste f %
Infrastructure Database (SID) ster is up to date for that district

include information about

safety practices and incidences

of crime in public schools and

Dual Envoliment. The SID also Reports
has the capability to include
information about technology
(hardware, networks,

My District: | Happy Valiey Schools v

View the Distact Submission Summary Repoet of all your schoolfacilities in your distnct for
the current SID data collection
o Distnct Submission Summary Report

connectivity, distance learning,

otc, ) structure (physical
construction, capacity and use SID Data Submission
eloments) To submit your SID data for all of your distnct's schools/facilities via a comma-delimited file
choose the bulk upload function

e SID Bulk Submission
To access the submission form for an indradual school/facility, chck on the schoolfacility
below. Click on the repon icon to the left of the schoolfacility name to view a printable
submission summary

SehooLFacility Status
D Happy Valley Elementary >
. D Happy Valley Middie School ol
Jata entry incomplete
for the unit D Happy Valley High School x
Note: When all fields on the D Happy Valley Alternative High School X
submission form have green [3 | Happy Valley School District x
check marks (), the

school/facility name on this
Welcome screen will be
shown with a green check
mark (). When all
schools/facilities listed for
your district have green
check marks, your district's
submission Is complete
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The Red "X,” the Green Check Mark and the Report Icon

Each school/facility listed has a red “x” (¥ ) following the name of the school/facility.
The red “x” indicates that the submission is not complete. After a field has been
completed and saved, a green check mark (+') will appear to the left of the field on
the submission screen. After all fields have been submitted for a school/facility, a
green check mark will appear next to the school/facility name on the Welcome
Screen. When all schools/facilities listed for your district have green check marks,
your district’s submission is complete. To review the data your district has

submitted, click on the report icon O to the left of the school/facility’s name.

Data must be submitted for each field, even if there were no reportable incidents. If
a school/facility has no reportable incidents, report a value of zero (*0”) when a
numeric entry is required. Blank fields will be considered incomplete.

The red “x” (¥) indicates that the field submission is not complete:

CRIME & SAFETY

.\’( (4a) School Disciplinary Problems - Student Bullying * I

Indicate the number of incidents of student bullying that hawve occurred on school praperty or at a school-
sponsored activity over the past school year.

The green check mark (+) indicates that the field submission is complete:

CRIME & SAFETY

/ (4a) School Disciplinary Problems - Student Bullying *

Indicate the number of incidents of student bullying that have occurred on school property or at a school-
sponsored activity over the past school year.

School/Facility Submission Complete

The green check mark (+) indicates that the school’s submission is complete for all
the fields in the SID. The red “x” (¥ ) indicates that a school’s submission is not
complete for all fields in the SID. Click on the report icon to the left of a school
name to review the data for that school.
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SID Data Submission
To submit your SID data for all of your district's schools/facilities via a comma-delimited file,
choose the bulk upload function:

+ SID Bulk Submission
To access the submission form for an individual school/facility, click on the school/facility
below. Click on the report icon to the left of the school/facility name to view a printable
submission summary:

SchooliFacility Status
& | Happy Valley High School v
@ | Happy Valley Middle School v
[& | Happy Valley Elementary x
@ Happy Valley Alternative High School .
[& | Happy Valley School District x
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Beginning Your SID Submission

Welcome Screen

Click on the school/facility or administrative unit name on the Welcome to the
School Infrastructure Database screen to view the submission screen.

SID Data Submission
To submit your SID data for all of your district's schools/facilities via a comma-delimited file,
choose the bulk upload function:

+« SID Bulk Submission

To access the submission form for an individual schoolfacility, click on the school/facility
below. Click on the report icon to the left of the school/facility name to view a printable
submission summary:

School/Facility Status
5 | Happy Valley High Schoal v
[5] | Happy Valley Middle School v
[5] | Happy Valley Elementary e
2 | Happy Valley Alternative High Schoaol P
[5] | Happy Valley School District x

Administrative Unit - Sharing Space

If an administrative unit shares physical space with another school/facility, the
district user may report the administrative unit in this manner and only report one
set of data for the combined shared space. When the user clicks on the
administrative unit, the following screen will appear. If the district’s administrative
office does share space with another school/facility, click on the button shown. The
administrative unit will then be marked with a green check mark as complete.

Happy Valley Public Schools (00000)

Operating ISDJESA Eaton 1SD (23)
Operating District Happy Valley Public Schools (23090)

25 BOININIEE GG OTWICE BHGTEs PIsysic af Space Wi Gnolther
wWill IOt D6 rercpnirencs o enter SID et

i VOur ciistrict. ¢f
I ke WS Dekcing. 1T thias ofice NErer oI SN af v
conlinue ond C=¥¥e i L ey
( administrative oMice shares space >
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The following screen will appear when you click on the “administrative office shares
space” button:

: i
1 & '-’ﬁ - - - " - - - - I .
r. . 4. ¢ l GEMETS O Educatonal i erdonmance saniormaton michioan.gou d
b an-. ;\'\.-' Home - CERI Home | Main Menu | FAG | User's Guide | Contact CEPI | Logout

Errors

= Mo errors were found

“our central administrative office has been successfully marked as sharing space with another physical building within your
district.

Return to the SID Main Menu

Michigan.cow Home | CEPI Home | bain bMenu | EAG | User's Guide | Contact CEPI | Logout
State wiieh Sites | Accessibilty Policy | Privacy Policy | Link Policy | Security Policy
Copyright & 2008 State of Michigan

Shared Space Marked in Error

The following screen will appear the next time the user clicks on the administrative

unit:
£ hS - e . ; ¥
. 6.4 ¢ | LENETAOTIEOUCatonal e 0Tmance saniormaton Michigan.gov g
flic i an-. ;v Horme - CEPl Home | Main Mernu | FAS | User's Guide | Contact CEPI | Logout

Happy Valley Public Schools (00000)

Operating ISDIESA Eaton 15D (23}
Operating District Happy “alley Public Schoaols (23090)

This central administrative office has been matied as sharing phvsical space with another Duiicing in vour oistict,
Because of Hhis, you o not subendt any 510 data for this ungt I(FEhs unit has been maried incarrectly, piease click the
button Delow fo continue to enter 510 data for this wnit.

administrative office does not share space

If the administrative unit was marked as sharing space in error, the user should
simply click the “administrative office does not share space” button. The
administrative unit will now be marked with a red “x” and the district will be
required to submit data for the administrative unit.

Logout Before a School/Facility Submission is Complete

Before you exit a field, be sure to click "Save Data for this School/Facility” at the
bottom of the submission screen before you click on “Logout,” so that all data
entered will be saved. If you need to end the submission session, simply click on
the word “Logout” at the top or bottom of the submission screen.
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’ 5w/
X ' bentergorkducanonal Performance &Jdnformation

CEPiHome | Main Meny | EAQ | User's Guide | Contact cEP(foaod)

Save Data for this School/F acility

This witl save your cuvrent progress. Tou Indy return @t @ later date to complete the submission.

Submission Screen

When you click a school/facility or the administrative unit name, the online
submission screen will appear. All fields appear on one screen. District users may
complete the submission one field at a time, if desired. However, be sure to save
your data before you exit the SID Application each time.

2wl
X )(l LETTIETZ 0T UC3T0N3) BN ormance Sgnommaton @ Michigan.¢

Michigan.gov Home CEPI Home | Main Menu | FAQ | User's Guide | Contact CEPI | Logout

SID | Data Submission Form

Operating ISD/ESA Eaton ISD (23) * = Required Field
Operating District Happy Valley Public Schools (X0XXOXXX) Printable Form

All required fields will have a red “*” after the name of the field.

CRIME & SAFETY

?(.' (4a) School Disciplinary Problems - Student Bullying * /- I

Indicate the number of incidents of student bullying that have occurred on school property or at a school-
sponsored activity over the past school year.

A printable work form is also available for your use by clicking on “Printable Form”
as shown above.

Submit to Database

District users may submit data to the database after the completion of each field, if
desired. As indicated previously, the “"Save Data for this School/Facility” button
appears at the bottom of the submission screen. If a valid value is submitted, the
field will be saved when the “"Save Data for this School/Facility” button is clicked. If
an invalid value is reported, an error message will appear (see sample at the
bottom of this page).
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Save Data for this SchoolfFacility

This will save yoor carrent progress, Yoo may retien at a later date to coryplete the sibrission.

The following screen will appear if the submission is completed for the field:

PSS 5 - - . 7 Q F 4 T
KX ’ LETTLETI 0T -0 HCatoNal F et ormance S monmanorn

Michigan.gqov Home CEPI Home | Main Menu | EAQ | User's Guide | Contact CEPI | Logout

SID | Data Submission Form

Errors

e Mo errors were found

Data for this school/facility has been successfully saved!

Return to the SID Main Menu

After you have saved the field submission, you may click on “Return to the SID
Main Menu” to obtain access to a school/facility for further submission.

Error Message for Incomplete Data Submission

If the data submitted is invalid for a field, the following message will appear when
the user clicks on the “Save Data for this School/Facility” button. Click on "Return
to the Submission form to correct the errors,” so that the field submission can
be completed. All data that were submitted will still appear on the submission
screen. After the data entry is completed, click on the “Save Data for this
School/facility” bar again to submit the data to the database.

SID | Data Submission Form

Errors

s [Field 44] The value submitted for Students Who Are Victims of Viclent Criminal Offenses must be less than or equal
to 30.

Reserved Fields

When a specific data element is no longer required to be submitted, the field
becomes reserved.

Online Submission Form

The field will no longer appear on the submission form.

Bulk Upload Submission

The reserved fields must be separated by a comma and should not contain any

data.
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Reports - School/Facility and District Level

The SID Application has two types of reports available for district use:
School/Facility and District Submission Summary. The school/facility reports
provide a summary of the data submitted by the district user for each school/facility
in the district. The District Submission Summary Report provides a summary of
data submitted for all of a district’s schools/facilities. The district-level report
includes summary data for fields 4A through 44. Each district user is encouraged to
print copies of all of the available reports when the district’s submission is
completed.

School/Facility Reports

At any time during the SID submission, a summary report is available that provides
documentation of the submission for each school/facility. Click on the 2 icon next
to the school/facility name on the Welcome Screen to view the summary report.
Users are encouraged to print and save a copy of this report. Each
school/facility in the district has a separate report.

S5|D Data Submission
To submit your SID data for all of your district's schools/facilities via a comma-delimited file,
choose the bulk upload function:

s SID Bulk Submission
To access the submission form for an individual school/facility, click on the school/facility

below. Click on the report icon to the left of the school/facility name to view a printable
submission summary:

School/Facility Status
[ T Happy Valley High School v
5 | Happy Valley Middle Schoaol v
[§ | Happy Valley Elementary .
[5] | Happy Valley Alternative High School Fot
[3 | Happy Valley School District .

The following illustrates a portion the school/facility report. The summary report
includes each field reported, followed by the data submitted for that field. Each field
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is populated in this report after the completion of the field data.

School/Facility Submission Summary EOY 2018
Happy Valley Middle School (00100)

Field Total
Field: 4a  School Disciplinary Problems - Student Bullying 105
Field: 44  Students Who Are Victims of Viclent Criminal Offenses 1

Field: 50  Instances of administration of an opioid antagonist to a pupil 3

Field: 51 Instances of administration of an epinephrine auto-injector to a pupil in a school year 10
Field: 52 Pupils who were administered an epinephrine auto-injector not known to be severely 3

allergic
Field: 53  Pupils who were administered an epinephrine auto-injector using the school's stock 4

District Submission Summary Report

At any time during the submission, a district user may review a district summary
report of all the data submitted for all schools/facilities within the district. Access to
the report is available on the SID Main Menu. Click on the link as illustrated below
to open the report:

—

CEP{ Homne | Main Mavs) | EAQ | User's Guide | Contact CEP | Logout

Welcome to the School Infrastructure Database

The "SID Data Submission® section below ndicates the distnct(s), school(s), and
administeatve unit(s) for which you are an authonzed user. i you ara the authorized user foe
multiple districts, schools, faciities, and administrative units, one distnct is histed when you
log i 1o the SIO Application. To access other destricts for which you are an authonzed user,
select the distnct from the deop-down merw

¥ there are districts missing from your list, please submit a securtly agreement for the
district

if schoolsMacilities are missing from the kst for a district, verify that the School Code Master
1S up 10 date for that destrict

Data submitted by school
districts via the School
Infrastructure Database (5I0)

Current District;  Happy Valley Public Schools »
Include information about

safety practices and incidenceos SetArangs Detrict

of crime in public schools and

Dual Enroliment. The SID also RQPORS

has the capability to include

Information about techmology
(hardware, networks

View the Distrct Submission Summarty Report of 3l your schoolfacilities in your distnct for
the curren

e Distnct Submission Summary Repont

connectivity, distance learning,
otc. ) structure (py
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To print a copy of the report, click on the printer icon at the top of the page:

B XE Q 1 (/1 k@@@?&s%vﬁﬁ?

\ 5

District Submission Summary Report

Happy Valley Middle School (00100)

Field Total
Field-4a  School Disciplinary Problems - Student Bullying 203
Field: 44  Students Who Are Victims of Viclent Criminal Offenses

Field- 50  Instances of administration of an opicid antagonist to a pupil 4
Field: 51  Instances of administration of an epinephrine auto-injector to a pupil in a school year 25
Field: 52 Pllljpils_ who were administered an epinephrine auto-injector not known to be severely i}

allergic
Field-53  Pupils who were administered an epinephrine auto-injector using the school's stock 8
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Bulk Upload

Districts have two choices for data submission, Bulk Upload or Online Single
Submission.

Districts may either submit data online by school/facility or via the bulk upload
process. If a district submits the SID data via the online application, it is not
necessary to submit a bulk upload file. The bulk upload application allows a district
to upload all schools/facilities within the district in one file. Districts may submit
multiple files throughout the submission.

Bulk Submission/Update SID Data

For instructions on the creation of a SID upload file, refer to the school year specific
SID Data Field Descriptions and the SID Record Layout on the SID web page. The
documents are located under the headings Manuals and Technical Material.

The link to the Bulk Upload Application is located on the SID Main Menu as
illustrated below:

Welcome to the School Infrastructure Database

The “SID Data Submission® section below indicates the distnct(s), school(s), and
administratve unit(s) for which you are an authonzed user. If you are the authonzed user for
multiple districts, schools, facddies, and administratve units, one distnict is isted when you
log in to the SID Application. To access other distncts for which you are an authonzed user,
select the distnct from the drop-down meny

’ " -
"
E "';- - if there are districts missng from your hst, plesse subrmd 3 securly agreemaent for the
d distnct
H schoolsffacdtties are missing from the list for a district, verdfy that the School Code Master

15 up to date for that distnct
Data submitted by school

districty via the School
Infrastructure Database (30)
Include Information about (=
safoty practices and incidencos Set/iChange Owstrict 1:'“)

of crime in public schools and

Dual Ervrollment. The S0 also Reports

BAS-Afse COPADIIRY. 0. Snchucie View the District Submission Summary Report of ail your schoolacilities in your district for
el 1he current SID data collection

(hardware, networks,

Current District: Happy Valley Public Schools v

District Submission Sumry Report
( tivity, distance lear : o Dustnct Submission Summary Repont

otc. ) structure (physical
comtruction, capacity and uso SID Data Submission

eloments) To submit your le data for all of your district’s schoole/acilties via & comma-delimited file,
I Choose b

icon Legend

To access prrassion form for an indmvidual schooWfacdnty, click on the school/faciity
below. Click on the report icon to the left of the schoolfacility name to view a prntable
Submisseon summary

The following screen will appear when you click on the “SID Bulk Submission” link.
Click the Browse button to locate your file on your computer, and click the Upload
SID File button to upload your file.
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L0000y Moo CER Mame | Man Meoy | FAQ | Uasrs Que | Contat CERY I Lo20u
SID | SID Filo Upload
Instructions SID Bulk Upl

Enter the path and file name to upload:

® Eacn fleld must De sesaraied Imporant! You must include 3 complete fie path whe
Y 8 comm CEPI recommends that you use the "Browse™ opt

¥ vou enter the fle path manuaily. 3 comect. compiete fle path may ook hke
ng example

b Documents\WihSid cs

The bulk submission file must be formatted as described in the SID Record Layout
and the SID Data Field Descriptions. Please note that all reserved fields must be
separated by a comma and should not contain any data. When the file is ready to
be uploaded to CEPI, the district user may do so through the SID Application Bulk
Upload link as illustrated above. All files submitted as a bulk upload must end with
.csv. Files submitted with any other extension will be rejected. When submitting a
file, be sure to enter your complete email address and the path and file name to
upload. Use the Browse button to locate the file on your computer. Click the Upload
SID File button. After submitting the file, please wait while the file is processed.

Bulk Submission File Upload Results

After the file has been submitted via the SID Bulk Upload Application, a File Upload
Results report will appear on your screen. If the report does not contain any error
messages, all records in the file were processed correctly. If errors are found in the

upload file, correct the errors in the file and upload the file again. A sample of error
messages is shown here:
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| _as7e " AE T . > T . . .
X ! ’ LENETdorEaucatonal EeErionmance cdmormaton

Michigan.coy Hame CEPl Home | SID Hame | SID FAGsE | SID User Guide | Cortact Help Desk | Logout

50| File Upload Results

06587
[Field B] The value submitted for School/Facility Mumber is not a valid schoalffacility number foryour district
[Field A] Date of Count is missing.

Beturn to SID Building List

Be sure to verify that all schools/facilities have been properly reported and that
each school/facility has a green check mark on the SID Main Menu. Print or save a
copy of the reports for each individual school/facility and the district summary
report. See Section 4: Reports, for further information.

Need Additional Help?

For questions regarding SID content or assistance with the SID application, please
send an email message to cepi@michigan.gov or call 517-335-0505 x3. Please
provide a name, district code and district name, the CEPI application name, a
telephone number (including area code and extension), email address and specific
questions.
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